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| The most significant contridutions made by the Mamagement Starf
from 1 April 1960 through 30 September 1960 were as follows:

- 1s. Developed eriteria, which hawe been published in[ |
Notice, regarding types of documents and other materials
suitable for tramsmission to the field vis nen-agecuntadble
pouch manifest. This will eliminste an as yet undetermined
nuber of dispatches.

b, Developed and assisted in installing improved procedures
relating %o0: support serviceas in Africe Division; direct
issuance of files to reguestars by Records Istegration
Bivision, sliminating clearsnce gh originating
divisions; registry operstioms in making procedures
compatible with XID and WH Division - stries; and pro-
vision by RID of document extraats, reducing the nesd for
issuance of total original documents.

2. Completed a detailed study of utilisation of UD/I electric
accountiag machines, vhich resulted in the following:
ssceptanes by Spenial Reglater of 34 recommesdations which
vill eliminate nsrginal reperts, reduce unnecessary maghine

! time and improve service; elimiastion of 12 reports and

19, 000 cards {n Industrial Register; saving of
$1,080 per yesr in Mographie Register through elimination
of two mashines; snd development of a simplified method
for machine-processing the UWateh Office current list of
key personslitiss.
3a. Recommended 8 reduction from | | (a saving
 Tesearch project hecause of questionable value

of much of the translsted matsrial. Recommendation ves
approvel by the Projects Review Committee and the Automatic
Data Processing Committee. C(ontimaed resemrch in collabore-
tion with samnfacturers, in the develojment of special miero-
filn sod tape-drivea typewriter squipment for application to
the DD/P Valsut Systes.

b. Complsted finsl phases of the RCA 501 computer programs for
payroll and persomhel accounting. The computer, employing
thess prograss, vill bde activmted on 3 October 19€0.
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Completed & survey of logistics and recommended the following
{recommandations nov being revieved): ceatralizstion of
direction and control of the supply system, removing there-
from sxtiraseous Transportation Division funetions; strengthen-
ing controls in Real Estate mnd Construction and Printing
Ssrvices Divisions; and elimination of duplication emong
Supply, Procurement and Tresupportation Divisions. Also
resommended (accepted by logietics) eliminsting | | 25X1
[ ]| as a mid2leman between GSA and Building Supply Offices,
resulting in space savings sid handling time refuctions at
the Depot. BRecommended polity improvements, which were
sceepted, in handling unused and unservicesble items at the
Depot. Assisted in analyxzing aod improviag supply fiscal
eontzols and in improviag eontract sdministration forms and
procedures.

Reviewved, in conjunction with other offices, the maintensnce
managemant system &t the Agc;aeﬂ | refined 25X1A
yrocedures, developsd a public works cost report, end recom-

mended (accepted) a reduction of eight positions ia the Publie

Vorks Branch.

Made major improvements in the Agency dispatch procedures,
alininating the need for over a guarter of a million
suthenticating and signing officers' signatures samually and
resulting in a Feluction smial costs by $6,000 per year.
DBeveloped vital meterieals sel es for the sutire DD/P ares;
improved vital materials repository procedures, resulting in

& reduction of §7,000 per yeir in electric sccounting machine
rental costs, Continued motion of the records desposition
program, resulting in an 8.4% reduction in BD/I records holdings.

The Suggestion Avards Cumnittee adopted 56 eaployee suggestions,
k5 of vhich were avarded cash totaling $2,390 with net first

year tangible savings of $23,795 plus intangible benefits,
antt 11 of which were svarded letters of appreciation.
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